ONE

LEXINGTON COUNTY SCHOOL DISTRICT ONE

Employee Online Tutorlal

Employee Online (EO) is a Web-based system that enables employees
to easily access their employment records. Your access to EO is
through Launchpad. At this time EO is view only. Any necessary
changes can be made by downloading forms from EO and submitting
the completed forms to the appropriate offices.

Follow the steps below to access Emplovee Online:

1. Go to the Lexington School District One home page at
www.lexingtonl.net

Select “l AM” > “An Employee” > “Secure Employee Portal”

CALENDARS  MEDIA CENTER FACT CHECKER CONTACT US

d,NER

3y

LEXINGTON COUNTY SCHOOL DISTRICT ONE

ABOUT 1AM ... SCHOOLS ACADEMICS DEPARTMENTS TRANSPARENCY
A Student
A Parent/Guardian

AnEmployee Secureufrmlnyee Uout CO v,D 19?

A Former Employee,

Subsite o (Coronavirus 2019)

Temporary Employee

A Prospective , ] y
Employee Click here for updated information.

A Visitor
A Volunteer

BRE,AKING ENnn PRNCRAM

1

06.18.2020 Employee Online 1


http://www.lexington1.net/

2. Log in using your district username and password to sign in to
Launchpad.

Sign in to Launchpad

Password

Sign In

Orsigninusing:

3. From the Launchpad homepage, select the Employee Online
Business 360 app button.

B Nes
it Ve

Absence BOSSDesk BusinessPlus Discus Employee Online

Management

~nrich o | @ B Ch;urcaw N
7 Follett BO @O \ il

Enrich Follett Destiny Rechuri(;i"rfgré‘eHi Google Apps Google Help Info MackinVIA

- LexConnect -

McGraw-Hill
connectED

-‘ P
»

safoscHOOLS

SafeSchools

PowerSchool for
i Training

Newsela Admins SafeSchools SDS Schoology Star 360

= |8 +]

TimeClack Plus

TimeClock Plus WebClock
Managers (employees)
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Additional Tips:

¢ You may want to add the Lexington One Portal Logon to your
browser “Favorites”

e [f you are having trouble getting to the Employee Online

homepage, be sure to check your browser’s Pop-Up Blocker
settings.

3
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Employee Online Home

You are now at the Employee Online Home Screen.

e . https://eoqal.lexingtonl.net/businessplus/employeeonline/EOHomePage ~ @& & || Search.. L~

.Emp\uyeeﬂnlme L]
File Edit View Favorites Tools Help

B v~ B ~ & @b v Pagew Safetyr Took~ (@~ & N W]

HP) CITAGESSSEN  Employee Online PRICE, LINDSEY S | 2 &

ﬁ| Menu

Home

ER

>

w

LEXINGTON COUNTY SCHOOL DISTRICT ONE

Welcome to the New Employee Online
This site provides a way for you to view your payroll information.

Please feel free to browse your current payroll setup.

Menu Dropdown

The menu dropdown shows all of the menu options available to
Lexington staff today. Each of these tabs shows various information as
it is found in the District’s Human Resources and Payroll system for
you.

Menu -

< Employee Online

Lexington County
School Dist 1

Payroll Information *

Personal
Information

Benefits

Pay Information

06.18.2020 Employee Online



5

EO Home

Message Page

This screen is used to inform employees of changes to Employee
Online.

Home

AaNER

LEXINGTON COUNTY SCHOOL DISTRICT ONE

Welcome to the New Employee Online

This site provides a way for you to view your payroll information.

Please feel free to browse your current payroll setup.

Lexington County School District One
Welcome Page

This menu selection directs employees back to the home page as well
as gives employees access to the Employee Directory to search for
employee email addresses

WEmmoyee o "

Menu -

| ElEe Lexington County School Dist 1 Directory

Welcome Employee Directory
Lexington County I}
>
School Dist 1

Payroll Information  »

Personal >
Information

Benefits >

Pay Information >
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Payroll Information

Menu -
| (B e Payroll Tax Forms
Tax Withholdings 1095-C Affordable Care Act (ACA)
Lexington County . .
School Dist 1 Direct Deposit W-2
Deferred Compensation
Payroll Information .
Leave Tracking
Personal >
Information Check Stub
Check Stub

Benefits >

Pay Information >

Tax Withholdings

View your current federal and state tax withholding elections
on this screen. Changes to tax withholdings require a new W-4
for Federal and the state of South Carolina (two separate
forms) to be completed and submitted to the payroll
department. You can access and print the latest form and
instructions from this page.

Payroll Information i
T mnaie hanges i yoar State ancinr Fedesnl tnx witinolrings piease

Toliow the linka for the appropriate agency b fill out the form: and return to

el Fileng Seatus ™

uuuuuuuuuu

2l/E

Filing Status MARFED Hicoed ftatun

Exemptions.

06.18.2020 Employee Online 6



7

Direct Deposit

View your current direct deposit account elections on this
screen. Additions, changes or cancellations to direct deposit
elections require a new election form be completed and
submitted to the payroll department. You can access and print
the form and instructions from this page.

Payroll Information =

» Tax Withholdings

4 Direct Deposit

Submit an original signed Direct Deposit Authorization form to Payroll if you need to enroll in Direct Depost
or to make any change.
&
[ACTIVE] FIRST COMMUNITY BANK NA (- Checking (NET)

[ACTIVE] ALLSOUTH FCI-- Savings (AMOUNT)

©
b Deferred Compensation

Select the bank line to drill down to see detailed information.

06.18.2020 Employee Online 7



Deferred Compensation

View information regarding your 401K and 457 Deferred
Compensation plan elections through this page. Select the

deferred compensation line to drill down to see detailed
information.

Payroll Information

L)

» Tax Withholdings

» Direct Deposit

4 Deferred Compensation

For new enrollment in a plan, please contact your benefits representative. Changes to 40MK and 457

plans must be made through the 5C Deferred Compensation Program by calling KeyTalk at 877-457-6263

or on-line at Southcarolina use this link below
South Carolina

403(B) changes must be made throught the district approved vendors.

Please refer to the Employee Handbook.

[ACTIVE] 401K (AMOUNT)

[ACTIVE] 457 (AMOUNT)

Leave Tracking

Menu ~
< Emereeaiy Payroll Tax Forms
Tax Withholdings 1085-C Affordable Care Act (ACA)
Lexington County > . .
School Dist 1 Direct Deposit -2

Defarred Compensation
Payrall Information =
Leava Tracking

Personal

Information ? Check Stub

Bengfits > Check Stub

Pay Information >

Staff can view leave balance information here.

Leave Information

Leave Tracking
Years of Detail Show Unposted Leave

Annual

[m}

Comp

Flex

Nonscheduled

8
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Select leave type Annual, Comp, Flex or Nonscheduled and Years

of Detail to view transaction detail. You also have the option to
see what leave is unposted (Please note: this may not include
all leave taken. For the most up to date balance, please check

TimeClock Plus).

**Balance is expressed in hours and not days.

Leave Information

Leave Tracking

Years of Detail

Annual

Show Unposted Leave

Unposted Leave

Date Pay Period
Date Pay Period
5/1/20 2001023
41020 AN010TA
06.18.2020

Descripfion

Description
3200 - ANNUAL EARNED
3200 - AMMLIAI FARMNFT

Employee Online

Amount

Unposted Total:

Current Balance:
Amount
10.87000
10 ATONO

0.00000
T9T.37000

Ending Balance
70737000
TRE TOONO



Check Stub

Menu ~
€ [EUTEER Payroll Tax Forms
Tax Withholdings 1085-C Affordable Care Act (ACA)
Lexangton County 3 ) .
School Dist 1 Direct Deposit W2
Deferred Compensation
Payroll Information  #
Leave Tracking
Personal
Information Check Stub
Check Stub h
Benefits

Pay Information

View current and past check stubs. Select the stub check date you wish to
view and your record will appear on the screen.

Check Stub
Check Date Check Mumber
05/15/2020 10862015
05/11/2020 10858164
04/24/2020 10854160
0410372020 10850045
03/25/2020 10845812
03102020 10841538
022572020 10837278
02M10i2020 10828777

10
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Click on the check date to drilldown to the check stub.

Employee Hame Employes ID -
Check Date 05520
Check Number 10BE2015 Parlod Bapgin Q50120
Parlod Ending 051520
LEXINGTON COUNTY SCHOOL DISTRICT ONE
Wages
Deacription Hours Rate Curment Eamings YTD Amount
PERE 200.00
TOTAL 200.00
Taxes Employer Paid Benefits
rsns ooy o st v o oo
" 5
Add i 000 Aagditional nalding oo MEDICARE Sa0 L8015
Description Amount YTD&amount  goEs 000 278137
FICA 1240 206503 DENTAL (i) BOBE
MEDICARE 280 4B0.15 BASCLIFE [iTi'1] 144
FEDERAL 0400 2T7EZ44 BASCLTD [iTi'1] 1440
STATE 306 186570 RETIRE 308z 523670
TOTAL 1838 748132  RETIRE 1250 213354
RETIRE 0. 5047
TELEDOC o 800
TOTAL 5232 1281025
Pre-Tax Deductions After-Tax Deductions
Deacription Amount ¥TD Amount Description Amourt YTD Amournt
BO/BE PT 000 84737 ELTD (ki) 04z
OFTPT 0400 17.56 OFT AT oo 8775
MEDSPD 0400 167 47 oLc oo Ly
FEE MED 0400 1044 COL STD oo 18747
SCRS 1800 3057 B4 COL CAN oo 11826
AN 0400 5000 TELEDOC (i) 800
457 0400 500,00 529 (i) 45000
TOTAL =00 431087  ToTAL 0.00 505.50
Wages Summary Bank Information
Deacription Amount D Amiourt Bank Account Amount
Gross Wages 20000 FIRST COMMUMNITY BANK pao
Pre-Tax Deductions 1800 481087 A
Taxable Wages ALLSOUTH FCU 18384
Fesdfierad 18200 20,065 81
Stater 18200 20,065 81
Social Seaurity 20000 3311345
Medficare 20000 3311345
Tanes 18.36 7.181.32
After-Tax Daductions 0400 BE9 56
Het Pay 16364
Leave Information
Leave Description Leave Beginning Balance Eamed Usad Leave Ending Balance
Anriuzl 77T 0o 0.00 TTAT
Manseheduded 12400 L] 0.00 1200

You may print a copy of your stub by

1. Clicking the PDF button, select open.

05/01/20

11
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Right Click and select print. Select the appropriate printer.
3. Click on the Print button.

PDF File - Print

Printer

%] HP Laserlet Professional P1606¢c ~

3/ Let the app change my printing
preferences

Copies

1
Orientation
Portrait

Pages
All

Scale

Fit to page

Tax Forms

Menu -

Payraoll Informetion

12
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Payroll Tax Forms h

Tax Withholdings 1085-C Affordable Care Act (ACA)
Direct Deposit -2
Deferred Compensation

Leawe Tracking

Check Stub
Check Stub

Employee Online
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W2 information can be viewed here. To print, select the W-2
form, right click and select print. *Note: An original W2 will be
printed and sent to you in January. This is for extra copies or
reference.

W-2 Information

13
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Personal Information

BusinessPlus Employee Online

Menu -

€ Employee Online

Employee Job Information
Personal Information Current Position
Lexington County
School Dist 1 > Emergency Contacis Historical Posifions

Payroll Information  *

Personal >
Infiormation

Benefits >

Pay Information >

Personal Information

Employee

fs

Personal Information

Ci the HR21 N {Addreszs Change Form below and submit to HR if changes are needed to this

HRZ1 Universal Mame/Address Change Form —

Employee Mame

Employee ID

4 Address

Address Line 1 * L

Address Line 2 ADDRESS LIME 2

City WEST COLUMEIA State South Carolina
Zip Code * - -| @ Ext

Email mlexingbom et

Personal Email Personal Emai

Privacy Level PUBLIC

¥ Phone Numbers

¥ Additional Dates

Emergency Contact

Family Information

To make changes to your personal information, download and print the

Universal Name/Address Change Form by clicking on the link
underlined on this page. Once you have completed the form, the
original signed form must be submitted to the Office of Human

Resources for changes to be made.
14
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Emergency Contacts

Menu ~

< Employee Online

Employee
Personal Information

‘Cument Position
Lexington County
School Dist 1 ? Emergency Contscis h Historical Positions

Payroll Information

Job Information

Personal

>
Information

Benefits >

Pay Information >

This screen shows emergency contact information. To add
emergency contact information, select the + sign on the far right.
This may be added/changed through Employee Online.

Employee

Job Information

Employee Job Information /

Fersansl Infarmation Curment Position

Emergency Contscls Historical Positions

15
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Current Position

This screen shows information about your current job.

Job Information %

Current Position

4 DIRECTOR OF PAYROLL (04DRCLPAYR)

Job: DIRECTOR OF PAYROLL (04DRCLPAYR) Dates: TI20M8 - 6302020

Bargaining Unit:

Department: Division:

Salary Schedule: ADMIMINSTRATION

Salary Grade: pisTrIcT oFFice aoviifil Step: C )
Rates

Hourly: L Daiy: - Per Periou: L

Historical Positions

Historical Positions

This screen shows information about your past jobs.

Historical Positions

F COORDINATOR OF PAYROLL (04COCLPAYR) THMME - 6/30/19

»# COORDINATOR OF PAYROLL (04COCLPAYR) THNAT - 613018

Historical Positions

4 COORDINATOR OF PAYROLL [04COCLPAYRI: 7118 - 6/30/19

Job: COORDIMATOR OF PAYROLL (04COCLPAYR) Dates: FII2018 - /3002019

Bargaining Unit:

Department: Division:

Salary Schedule: ADMININSTRATION

Salary Grade: DISTRICT DFFICEADMIPv- Step: -
Rates

Hourly: - Diaily: - Per Period: -
16

06.18.2020 Employee Online



Benefits

Menu -

£ Employee Online B'BIEﬁtS ‘
Insurance

Lexington County o ]

School Dist 1 Retiremant
Other Benefits

Payroll Information

Personal >

Infarmatian

Pay Information >

Insurance

View information regarding your insurance benefits through this page.

Benefits

You must contact you benefits representative for changes to these benefits.

Thig area is read only

¥ OPTIONAL LIFE EO <=50 PT

¥ SUPP LONG TERM DISABILITY

» DENTAL PT - EMP/ONLY

P FLEX MEDICAL SPENDING h

¥ DEPENDENT LIFE CHILD AT

¥ BC/BS STANDARD PT - EMP/CH

Reimbursement

Retirement

Other Benefits

Dependent Coverages

Click on BCBS STANDARD to drilldown to plan details.

Benefits

You must contact you benefits representative for changes to these benefits.

This area is read only

¥ OPTIONAL LIFE ED <=50 PT

F SUPP LONG TERM DISABILITY

¥ DENTAL PT - EMP/ONLY

¥ FLEX MEDICAL SPENDING

¥ DEPENDENT LIFE CHILD AT L\\)
4 BC/BS STANDARD PT - EMPICH| _
Plan Category EMPLOYEE CHILD

Amount 71.93

¥ Covered Individuals

17
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Retirement

View information regarding your retirement benefits through this page.

Benefits

Reimbursement

Retirement k

You must contact you benefits representative for changes to these benefits

Thig area iz read only

¥ RETIREMENT BASE

» RETIREMENT OPT INC DEATH

¥ RETIREMENT IN5S SURCHARGE

Other Benefits

Dependent Coverages

Other Benefits

You can view information regarding your Colonial products through this
page.

Benefits

Reimbursement

Retirement

Other Benefits

You must contact you benefits representative for changes to these benefits.

This area is read only

F COLONIAL CANCER

¥ COLONIAL STD

Dependent Coverages

06.18.2020 Employee Online 18



Click on Coverage Type to drilldown to plan details.

Benefits

Reimbursement

Retirement

Other Benefits

You must contact you benefits reprezentative for changes to these benefits.

This area is read only

4 COLONIAL CANCER —

FPlan Category
Amount 13.25

¥ Covered Individuals

» COLONIAL STD

Dependent Coverages

Pav Information

Menu =

< [Enniovesinine Pay Information

Employes Handbook
Laxington Courrty
School Dist 1 > HR21 Mame and Address Change

Direct Deposit Authorization Form

Payroll Information >

Pay Stub Information

Personal > IRS W4
Information

Benefits >

pey tomatin > | S —

These links provide the most up to date forms.

19
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Please make sure to logoff by selecting the lock in the
upper right corner of screen when you are finished
viewing information in Employee Online.

FRICE, LINDSEY 5 | ? &

’ I

If you experience any difficulties logging on, please
contact the district Help Desk at 821-1201 or
helpdesk@lexingtonl.net.

If you have questions about any of your information, please contact
Human Resources, Payroll or your Benefits Administrator as
appropriate.

Thank You!

20
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